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Arsip memiliki nilai guna administrasi sebagai pedoman dalam 
menjalankan aktivitas sehari-hari. Salah satu aktivitas sehari-hari Bappeda 
Kabupaten Klaten antara lain administrasi surat menyurat. Surat menyurat 
bertujuan untuk menciptakan kelancaran komunikasi tertulis. Bentuk komunikasi 
tertulis berupa naskah dinas yang berisi surat-surat. Volume surat masuk dan surat 
keluar di Bappeda Kabupaten Klaten yang cukup banyak, sehingga perlu adanya 
sistem otomatisasi kearsipan yaitu Sistem Informasi Tata Naskah Dinas 
Elektronik. Sistem Tata Naskah Dinas Elektronik berguna untuk memudahkan 
pengelolaan naskah dinas di Bappeda Kabupaten Klaten. Dalam penulisan tugas 
akhir ini mempunyai tujuan untuk mendeskripsikan Sistem Informasi Tata Naskah 
Dinas Elektronik di Bappeda Kabupaten Klaten. 
Jenis pengamatan yang dilakukan penulis yaitu observasi berperan. Teknik 
pengumpulan data yaitu dengan observasi berperan aktif, wawancara terstruktur, 
dan mengkaji dokumen dan arsip. 
Hasil pengamatan berkaitan dengan Sistem Informasi Tata Naskah Dinas 
Elektronik di Bappeda Kabupaten Klaten dapat dideskripsikan bahwa model 
sistem informasi Tata Naskah Dinas Elektronik yang digunakan oleh Bappeda 
Kabupaten Klaten menggunakan model sistem sederhana yaitu input, proses, dan 
output. Terdapat empat kegiatan pokok sistem otomatisasi perkantoran yaitu 
pengumpulan data, pengolahan data, penyimpanan data, dan pendistribusian data. 
Selain itu, terdapat bentuk aplikasi yang digunakan antara lain pengolah 
kata/angka/data, surat elektronik, faksimile, sistem arsip elektronik, pembuatan 
image dengan Adobe photoshop, dan penyebaran informasi menggunakan telepon 
dan grup WhatsApp.  
 
Kata kunci: arsip, disposisi, sistem informasi, surat keluar, surat masuk, dan tata 















Rizka Listya Ratna Dewi, D1514093, Archiving Information System in 
Electronic Division of Local Research and Development Planning Agency of 
Klaten Regency, Final Project, Undergraduate Administration Program, Social 
and Political Sciences Faculty, Surakarta Sebelas Maret University, 2017,           
76 pages.  
Archive has administrative use as the guidelines in doing daily activities. 
One of daily activities in Bappeda of Klaten Regency is correspondence. 
Correspondence aims to create the smooth written communication. The form of 
written communication is in the form of service text containing mails. The volume 
of incoming and exiting mail in Bappeda of Klaten Regency is large enough, so 
that there should be archiving automating system, Archiving Information System 
of Electronic Service. The Archiving Information System of Electronic Service is 
useful to facilitate the management of service archive (text) in Bappeda of Klaten 
Regency. This research aimed to describe the Archiving Information System of 
Electronic Service in Bappeda of Klaten Regency.  
The type of observation conducted by the author was participatory 
observation. Techniques of collecting data used were active participatory 
observation, structured interview, and document and archive study.  
The result of study related to Archiving Information System of Electronic 
Service in Bappeda of Klaten Regency could describe that the Archiving 
Information System of Electronic Service model used by Bappeda of Klaten 
Regency employed a simple system model including input, process, and output. 
There were four main activities in office automating system: data collection, data 
processing, data storage, and data distribution. In addition, there was a form of 
application used including word/numerical/data processor, electronic mail, 
facsimile, electronic archive system, image creation using Adobe photoshop, and 
information dissemination using phone and WhatsApp group.    
 
Keywords: Archive, disposition, information system, exiting mail, incoming mail, 
and electronic service archiving. 
